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U.S. Department of Justice 



Federal Bureau of Investigation 

Washington, D.C. 20535 

June 6, 2016 


FOIPA Request No.: 1333562-000 

Subject: FBI’s Program to Digitize the Manual Card 

Indices 


The enclosed documents were reviewed under the Freedom of Information Act (FOIA), Title 5, United States 
Code, Section 552. Deletions have been made to protect information which is exempt from disclosure, with the 
appropriate exemptions noted on the page next to the excision. In addition, a deleted page information sheet was 
inserted in the file to indicate where pages were withheld entirely. The exemptions used to withhold information are 
marked below and explained on the enclosed Explanation of Exemptions: 
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146 pages were reviewed and 135 pages are being released. 

^ Document(s) were located which originated with, or contained information concerning, other Government 

Agency (ies) [OGA], 

^ This information has been referred to the OGA(s) for review and direct response to you. 

” We are consulting with another agency. The FBI will correspond with you regarding this information 
when the consultation is completed. 

r 

In accordance with standard FBI practice and pursuant to FOIA exemption (b)(7)(E) and Privacy Act 
exemption (j)(2) [5 U.S.C. § 552/552a (b)(7)(E)/(j)(2)], this response neither confirms nor denies the existence 
of your subject's name on any watch lists. 

For your information, Congress excluded three discrete categories of law enforcement and national security 
records from the requirements of the FOIA. See 5 U.S. C. § 552(c) (2006 & Supp. IV (2010). This response is 
limited to those records that are subject to the requirements of the FOIA. This is a standard notification that is given 
to all our requesters and should not be taken as an indication that excluded records do, or do not, exist. Enclosed for 
your information is a copy of the Explanation of Exemptions. 


For questions regarding our determinations, visit the www.fbi.gov/foia website under “Contact Us." 

The FOIPA Request Number listed above has been assigned to your request. Please use this number in all 
correspondence concerning your request. Your patience is appreciated. 

You may file an appeal by writing to the Director, Office of Information Policy (OIP), United States Department 
of Justice, Suite 11050, 1425 New York Avenue, NW, Washington, D.C. 20530-0001, or you may submit an 
appeal through OIP's FOIAonline portal by creating an account on the following web site: 
https://foiaonline.requlations.gov/foia/action/public/home . Your appeal must be postmarked or electronically 
transmitted within sixty (60) days from the date of this letter in order to be considered timely. If you submit your 
appeal by mail, both the letter and the envelope should be clearly marked “Freedom of Information Act Appeal.” 
Please cite the FOIPA Request Number assigned to your request so that it may be easily identified. 

The enclosed material is from the main investigative file(s) in which the subject(s) of your request was the 
focus of the investigation. Our search located additional references, in files relating to other individuals, or matters, 
which may or may not be about your subject(s). Our experience has shown when ident, references usually contain 
information similar to the information processed in the main file(s). Because of our significant backlog, we have 
given priority to processing only the main investigative file(s). If you want the references, you must submit a 
separate request for them in writing, and they will be reviewed at a later date, as time and resources permit. 


See additional information which follows. 

The enclosed documents contained herein represent the first interim release of information responsive to your 
FOIA request. 

As previously indicated, documents were located which originated with, or contained information concerning 
another agency. We are consulting with the other agency and are awaiting their response. Our office has processed 
all other information currently in our possession. Upon the completion of the outstanding consultation by our office, 
the FBI will correspond with you regarding those documents when the consultation is completed. 

Inquiries regarding your OGA referrals designated within the release as “Referral/Direct” may be directed to 
the following agencies at: 

U. S. Department of Defense 

Office of Freedom of Information 

1155 Defense Pentagon (OSD Mailroom - Room 3C843) 

Washington, D.C. 20301-1 155 

FOIA Officer 

National Archives and Records Administration 

Room 3110 

8601 Adelphi Road 

College Park, MD 20740-6001 

This material is being provided to you at no charge. 


Sincerely, 

David M. Hardy 
Section Chief 
Record/Information 
Dissemination Section 
Records Management Division 
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EXPLANATION OF EXEMPTIONS 


SUBSECTIONS OF TITLE 5, UNITED STATES CODE, SECTION 552 

(b)( 1 ) (A) specifically authorized under criteria established by an Executive order to be kept secret in the interest of national defense or foreign policy 

and (B) are in fact properly classified to such Executive order: 

(b)(2) related solely to the internal personnel rules and practices of an agency; 

(b)(3) specifically exempted from disclosure by statute (other than section 552b of this title), provided that such statute (A) requires that the matters 

be withheld from the public in such a manner as to leave no discretion on issue, or (B) establishes particular criteria for withholding or refers to 
particular types of matters to be withheld; 

(b)(4) trade secrets and commercial or financial information obtained from a person and privileged or confidential; 

(b)(5) inter-agency or intra-agency memorandums or letters which would not be available by law to a party other than an agency in litigation with the 
agency; 

(b)(6) personnel and medical files and similar files the disclosure of which would constitute a clearly unwarranted invasion of personal privacy; 

(b)(7) records or information compiled for law enforcement purposes, but only to the extent that the production of such law enforcement records or 

information ( A ) could reasonably be expected to interfere with enforcement proceedings. ( B ) would deprive a person of a right to a fair trial 
or an impartial adjudication, ( C ) could reasonably be expected to constitute an unwarranted invasion of personal privacy, ( D ) could 
reasonably be expected to disclose the identity of confidential source, including a State, local, or foreign agency or authority or any private 
institution which furnished information on a confidential basis, and. in the case of record or information compiled by a criminal law 
enforcement authority in the course of a criminal investigation, or by an agency conducting a lawful national security intelligence 
investigation, information furnished by a confidential source, ( E ) would disclose techniques and procedures for law enforcement 
investigations or prosecutions, or would disclose guidelines for law enforcement investigations or prosecutions if such disclosure could 
reasonably be expected to risk circumvention of the law. or ( F ) could reasonably be expected to endanger the life or physical safety of any 
individual: 

(b)(8) contained in or related to examination, operating, or condition reports prepared by, on behalf of. or for the use of an agency responsible for the 
regulation or supervision of financial institutions: or 

(b)(9) geological and geophysical information and data, including maps, concerning wells. 

SUBSECTIONS OF TITLE 5, UNITED STATES CODE, SECTION 552a 

(d)(5) information compiled in reasonable anticipation of a civil action proceeding: 

(j) (2) material reporting investigative efforts pertaining to the enforcement of criminal law including efforts to prevent, control, or reduce crime or 

apprehend criminals: 

(k) (l ) information which is currently and properly classified pursuant to an Executive order in the interest of the national defense or foreign policy, 

for example, information involving intelligence sources or methods: 

(k)(2) investigatory material compiled for law enforcement purposes, other than criminal, which did not result in loss of a right, benefit or privilege 
under Federal programs, or which would identify a source who furnished information pursuant to a promise that his/her identity would be held 
in confidence; 

(k)(3) material maintained in connection with providing protective services to the President of the United States or any other individual pursuant to 
the authority of Title 18. United States Code, Section 3056: 

(k)(4) required by statute to be maintained and used solely as statistical records; 

(k)(5) investigatory material compiled solely for the purpose of determining suitability, eligibility, or qualifications for Federal civilian employment 
or for access to classified information, the disclosure of which would reveal the identity of the person who furnished information pursuant to a 
promise that his/her identity would be held in confidence; 

(k)(6) testing or examination material used to determine individual qualifications for appointment or promotion in Federal Government service he 
release of which would compromise the testing or examination process: 

(k)(7) material used to determine potential for promotion in the armed services, the disclosure of which would reveal the identity of the person 
who furnished the material pursuant to a promise that his/her identity would be held in confidence. 
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Manual Index Cards 



A navigational tool for searching index cards on 
Microsoft Office SharePoint Server 2007 
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Directions for manually searching the index 
cards on the SharePoint site 

1. Identify subject 

2. Visit the Manual Index Card SharePoint site 

3. Locate field office associated with search 

4. Identify folder and subfolders 
s. Manually navigate .pdf files 
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Identify Subject 


The example used in this presentation will be a San Francisco field office 
request for the following subject: 



Depending on the subject you may have more or less identifiable data. 
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View All Site Content 
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Favorites Tools Help 


This is the main page for Manual Index Cards on SharePoint. 


Electronic Version of Index Cards - This collection is classified at the^5**^Jevel 
Announcements 

U PDATED: Searcha ble Field Office Collections l new 1 1/6/2009 7:26 AM 

by | | (RMD) (FBI) 

At this time, the following field office collections are searchable: 

WFO 

San Francisco 

As more field offjce collections become available for searching, this announcement will be 
updated, 


S earch Requests 

by | K RMD) (FBI) 

Index Card Search Requests are currently being tracked byl 

with the name and any other pertinent information to | | ANC 

for each search request. Please note that we only provide search... 


9/28/2009 9:37 AM 
Please submit an email 

I 

4/19/2009 11:24 AM 


Instructions for Site Usage 4/19/2009 1 1 :24 At 

by | | (RMD) (FBI) 

A presentation on searches and site usage has been uploaded and can be accessed through the 
Shared Documents/Site Usage Instructions folder or via this link 


Welcome! 7/30/2008 4:39 PM 

b j | (RMD) (FBI) 

Welcome to the Index Card Site! Index cards from Field Offices will be scanned and uploaded 
here for ongoing access. Please check the shared documents folder for the scanned documents. 

0 Add new announcement 
Calendar 

There are currently no upcoming events. To add a new event, click "Add new event" below. 

0 Add new event 


[x] Microsoft Windows SharePoint Services Logo 
Links 

There are currently no favorite links to display. To 
add a new link, click "Add new link" below. 

0 Add new link 




[h] Microsoft PowerPoint- ...j 

|;.^Home -Manual Index^.. 




j File Edit View Favorites Tools Help 


j Address 
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field offices that have been scanned are located on the left hand 

side of the screen. 
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UPDATED: Searchable Field Office Collections 2 new 
by | | (RMD) (FBI) 

At this time, the following field office collections are searchable: 
WFO 

San Francisco 


As more.field office collections become available for searching, this announcement will be 
updated. 
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b j K rmd) (fbi) 

A presentation on searches and site usage has been uploaded and can be accessed through the 
Shared PscumentsfSite Usage Instructions folder or via this link 


[x| Microsoft Windows SharePoint Services Logo 


There are currently no favorite links to display. To 
add a new link, click "Add new link" below. 

0 Add new link 
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Welcome to the Index ( * _ ' , 

here for ongoing acces: Locate the Field Office of Interest 


H Add new announc 


Calendar 


(ex. San Francisco). 


There are currently no upcoming events. To add a new event, click "Add new event" below. 
S Add new event 
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San Francisco - U.S, Department of Justice - FBI 
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FBI > Manual Index Cards 


Welcome MYERS, MAZIE M. (RMD) (FBI) 
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! View All Site Content 
j Documents 
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■ San Francisco 


An alphabetical list of folders appears (similar to organization of the 

drawers in a file cabinet). 
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Click on the letter that corresponds with 
where the document was originally filed 
(the first letter of the subject’s last name). 


View: All Documents 
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A list of subfolders appears. The subfolders’ titles correspond with 
the first three letters of the last card within the folder. 
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San Franckco Index 'lards 
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Select an item to view its 
description. 
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Click on the subfolder that corresponds 
with where the document may have been 

originally filed. 
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Adobe Acrobat Doc... 
Adobe Act obat Doc... 
Adobe Acrobat Doc... 
Adobe Acrobat Doc... 
Adciie Acrobat Doc... 
Adciie Acrobat Doc- 
Adobe Acrobat Doc- 
Adobe Acrobat Doc... 
Adobe Acrobat Doc... 


i Modified " "" : 

2/4/2009 11:13AM 
2/4/2009 11 :13 AM 
2/4/2009 11:1 3 AM 
2/4/2009 11:13AM 
2/4/2009 11:1 3 AM 
2/4/2009 11:1 3 AM 
2/4/2009 11:13 AM 
2/4/2009 11:13 AM 
2/4/2009 11:13 AM 
2/4/2009 11:13AM 
2/4/2009 11:1 3 AM 
2/4/2009 11:1 3 AM 
2/4/2009 11:13 AM 
2/4/2009 11:13AM 
2/4/2009 11:1 3 
2/4/2009 11 :13 AM 
2/4/2009 11:13AM 
2/4/2009 11 :13AM 
2/4/2009 11:13AM 
2/4/2009 11:13 AM 
2/4/2009 11:13 AM 
2/4/2009 11:13 AM 
2/4/2009 11:13 AM 
2/4/2009 11:13AM 
2/4/2009 11 :13 AM 
2/4/2009 11 :13 AM 
2/4/2009 11:13 AM 
2/4/2009 11:13 AM 
2/4/2009 11:13 AM 


Open the last pdf in the folder. If this card 
is alphabetically after the card you are 
looking for, your card will be in this folder. 
You can locate it through a process of 
elimination. 


Adobe Acrobat Doc... 
Adobe Acrobat Doc... 
Adobe Acrobat Doc... 
Adobe Acrobat Doc- 
Adobe Acrobat Dot., 
Adobe Acrobat Doc... 
Adobe Acrobat Doc.. 
Adobe Acrobat Doc.. 
Adobe Acrobat Doc.. 
Adobe Acrobat Doc.. 
Adobe Acrobat Doc.. 
Adobe Acrobat Doc.. 
Adobe Acrobat Doc... 
Adobe Acrobat Doc.. 


2/4/2009 11:1 3 AM 
2/4 /200911:13 AM 
2/4/2009 11:13AM 
2/4/2009 11:13AM 
2/4/2009 11:13AM 
2/4/2009 11:13AM 
2/4/2009 11:13AM 
2/4/2009 11:13AM 
2/4/2009 11:13 AM 
2/4/2009 11:13AM 
2/4/2009 11:13 AM 
2/4/2009 11:07 AM 
2/4/2009 11:13AM 
2/4/2009 11:13AM 
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J FJe EtS View Faraites Tools He*) 


J Back - ^ {£) 1 ^Search f*| Favorites ^Medta 


FBI > Manual Index Cards 

Manual Index Cards 


’ View AI SSe Content 


• Shared Documents 


■ Legat Cards 

■ Portland 


■ Jackson 

■ JacksonvEe 

■ IndianapoSs 

• Birmingham 
» Springfield 

■ Chicago 

• Us Vegas 

• Lodsvfle 

■ New Orleans 

■ Confirmed 


Manual Index Cards > San Francisco > D 

San Francisco 


- San Francisco Index Cards 


Welcome ANDERSON, EVELYN M (RMDXFBI) - | 

| This List; San Frandsco ^l [" 


Yiew: Explorer View 


DZH was the subfolder we sea 
was not there; therefore, we m 
subfolder. Note that DZH was 1 
the folder D so our search must 


■ Son Diego 
• Sacramento 


People and Groups 
Site Hierarchy 


] San Francis c.. 


231912 - Index ... la: 


1139 AM 









j'gjSan Francisco - U.S. Department of Justice - FBI 


SMMl 


j File E 

Edit View Favorites Tools Help . 

j <5^ Back ▼ J> 

1 m 

^Address 

m . . 

— 

i£>Go fc 


FBI > Manual Index Cards 

$$ M 

j Homej 



Welcome MYERSj MAZIE M. (RMD) (FBI) 

Go back to the list of alphabetized folders. 


_p_ 


Manual Index Cards > San Francisco 

San Francisco 


View All Site Content 
Documents 

■ Shared Documents 

■ Dallas 
« Tampa 

■ Knoxville 

■ Cincinnati 

■ San Francisco 

■ WFO 

■ Minneapolis 

■ Houston 

■ Detroit 

■ Charlotte 

■ Baltimore 

■ Legat Cards 

■ Portland 

■ Norfolk 

■ Omaha 
« Jackson 

■ Jacksonville 

■ Indianapolis 

■ Birmingham 

■ Springfield 
« Chicago . 

■ Las Vegas 

■ Louisville 


Done 

Startlljl i|BjMlcrosoft PowerPoint 


San Francisco Index Cards 



New '■ Upload ^ Actions T 

View: All Documents 

- 


Type Name 

D A 
CD B 
Q C 
E3 D 

□CD 

Q F k 

CD G \ 
CD H ' 
CD I 
CD J 
CD K 
CD L 
CD M 
CD N 
CD O 


Modified 

7/8/2008 10:52 AM 
7/8/2008 10:52 AM 
7/8/2008 10:52 AM 
7/17/2009 4:02 PM 
7/8/2008 10:52 AM 
7/8/2008 10:52 AM 
7/8/2008 10:52 AM 
7/8/2008 10:52 AM 
7/8/2008 10:52 AM 
7/8/2008 10:52 AM 
7/8/2008 10:52 AM 
7/8/2008 10:52 AM 
7/22/2009 8:58 AM 
7/8/2008 10:52 AM 
7/8/2008 10:52 AM 


J Modified By 





RMD)(FBI) 

RMD)(FBI) 

RMD)(FBI) 

l (RMDXCON) 

RMD)(FBI) 

RMD)(FBI) 

RMD)(FBI) 

RMD)(FBI) 

RMD)(FBI) 

;rmd)(fbi) 

;rmd)(fbi) 

;rmd)(fbi) 

K rmd)(cqn) 

RMD)(FBI) 

RMD)(FBI) 


Continue the search by clicking the E folder. 


7/8/2008 10:52 AM 
7/8/2008 10:52 AM 
7/8/2008 10:52 AM 
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RMD)(FBI) 

RMD)(FBI) 


l^Documentl - Microsoft... 




|||i Local intranet 
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I San Francisco - U.S. Department of Justice - FBI 


MMm 



Edit View Favorites Tools Help 


FBI > Manual Index Cards 

Manual Index Cards 



; View All Site Content 
[ Documents 

■ Shared Documents 

■ Dallas 
* Tampa 

■ Knoxville 

■ Cincinnati 
■.San Francisco 

■ WFO 

■ Minneapolis 

■ Houston 

■ Detroit 

■ Charlotte 

■ Baltimore 

■ Legat Cards 

■ Portland 

■ Norfolk 

■ Omaha 

■ Jackson 

■ Jacksonville 

■ Indianapolis 

■ Birmingham 

■ Springfield 

■ Chicago 

■ Las Vegas 
.« Louisville 


Done 
Start 


Manual Index Cards > 5an Francisco > E 

San Francisco 


San Francisco Index Cards 


New r Upload ▼ I 


Type Name 


Actions ▼ 


Modified 


Welcome MYERS, MAZIE M. (RMD) (FBI) - 


This List; San Francisco 



View; All Documents 


1 Modified By 


1/13/2009 12:10 PM 

RMD)(CON) 

i/13/2009 1:07 PM 

RMD)(CON) 

1/13/2009 1:16 PM 

;rmd)(con) 

1/13/2009 1:23 PM 

;rmd)(con) 

1/13/2009 1:30 PM 

;rmd)(con) 

1/13/2009 1:37 PM 

;rmd)(con) 

1/13/2009 1:43 PM 

;rmd)(con) 

1/13/2009 2:06 PM 

(rmdxcon) 

1/13/2009 2:49 PM 

;rmd)(con) 

1/13/2009 2:57 PM 

(rmdxcon) 

1/13/2009 3:06 PM 

(rmdxcon) 

1/13/2009 3:13 PM 

(RMD)(CON) 

1/14/2009 7:48 AM 

(RMD)(CON) 

1/14/2009 7:54 AM 

(RMD)(CON) 

1/14/2009 8:02 AM 

(RMDXCON) 

Now click on the first subfolder. This folder 
should be a continuation of the information in 

the last subfolder from the previous folder. 
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! View All Site Content 
i Documents 
; ■ Shared Documents 


■ Cincinnati 
« San Francisco 


■ Calendar 


■ Tasks 


i Discussions 
■ Team Discussion 


People and Groups 


Manual Index Cards > San Francisco > E 

San Francisco 


San Francisco Index Cards 


' Actions ■ r 



FOIC-SF-EAR-OOOOl ' 


g FOIC : SF ; BiK ; ®0^ 

g FOIC-SF-EAR-00003\ 

g FOIC-SF-EAR-00004 

g FOIC-SF-EAR-OOOOS 

g FOIC-SF-EAR-00006 

g FOIC-SF-EAR-00007 

g FOIC-SF-EAR-00008 

g FOIC-5F-EAR-00009 

g FOIC-SF-EAR-OOOl 0 

g FOIC-SF-EAR-OOOl 1 

g FOIC-SF-EAR-OOO 12 
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7/16/2008 7:34 AM 
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(RMD) (FBI) 
(RMD) (FBI) 
(RMD) (FBI) 
(RMD) (FBI) 
(RMD) (FBI) 
(RMD) (FBI) 


Click on the first scanned image 
of the index card to view. 
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- i 

7/16/2008 7:34 AM 


(RMD) (FBI) 


7/1fi/?nn87:34.AM 


(RMDHFRfl . ; 


f b6 
] b7C 


sg Local intranet 
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^ Si 
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This is the first index card in subfolder EAR 



Done 
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Address 


Manual Index Cards 

£?•§ Manual Index Cards 


Welcome MYERS, MAZIE M. (RMD) (FBI) - 


This List: San Francisco 



I View All Site Content 
! Documents 
! ■ Shared Documents 
t ■ Dallas 

■ Tampa 

■ Knoxville 

■ Cincinnati 

■ San Francisco 


Calendar 


Discussions 
■ Team Discussion 





Manual Index Cards > San Francisco > E 
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Actions ' r 
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*3: FOIC-SF-EAR-00005 
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3 Modified By 


Continue opening files manually until 
have satisfied your search. 
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Congratulations on finding a card that matches your search 
request! Remember there may be more cards - keep looking until 


you are satisfied that you have reviewed all potential matches! 
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Additional Information 


The front and back of each index card are scanned and 
appended together. 

Any cards stapled together become part of one pdf file. 
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Manual Index Cards 





A navigational tool for searching index cards on 
Microsoft Office SharePoint Server 2007 
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DATE 04-12-201 

Creating HQ Index Card Document Libraries 


30 N 


Quality Control Team (QCT) 


NOTE - Document Library lists will be assigned by the QCT. One page has around 270 libraries and will take 
approximately 2.5 hours to complete the list. 


b6 

b7C 


STEP 1 - Document what library you started with before you begin. 
Select appropriate Letter of the HQ Index Card SharePoint Site: 


b7E 


For example: j J* 

To select the LETTER B site use the above hyperlink and type the letter b where indicated by the arrow. Save the link as a 
SHORTCUT to your desktop for quicker access. 


STEP 2 - Verify that you are in the Appropriate SharePoint site as indicated below by the yellow arrow. 

' r Page ▼ 5afety ▼ Tools ▼ 


I All Site Content 


Site Actions » 


E3 


|(RMD) {FfiQ 



© 


View; I Document Libraries ▼ 
Itsrns Last Modified 

C 9 nvutes ago 
0 5 rr.r-tes sea 

C 3 mc**ths ago 




b6 

b7C 


STEP 3 - 


A: Select the drop-down arrow by Site Actions (arrow A) 
B: Select the option New Document Library (arrow B) 


a 

.© 

3 ) 


New Oosumert Library 
Create a place to store ar^ 
share durum arts, 

Nenv Site 
Create a site- Tor a team cr 
project. 

Mora 0 pliers... 

Create other types of pages, 
lists, libraries, erd sites. 

View All Site Cortent 

View -1| libraries and lists in this 

site. 

Edit in SharePoint Dasigrer 
Create or edit lists, pages, ard 
woricflows, or -adjust settings. 

Site Permissions 

Give people access to this site. 

Site Settirgs 

Acr ess ail settiros for this site. 


itent 


- Page ■> 



Search this s:it 


ij Sits V/srkftews 


l Reports 


Th»s Document library has the templates to 
create Web Analytics custom reports for this s*Te 
cessation 

Use the styb ?i)rary to store styie sheets, sLch 
as CSS or XSw. files. The style sheets »r tNs 
cal-e^y car be used by tPts site or a-y o* its 
sutsles. 




STEP 4 - Using the folder checklists, start adding folders from the beginning of the sheet or where you previously left off. 
Once New Document Library is selected you should see the following screen. Enter the document library name (CAPS 
ON) in the box labeled Name: and hit the ENTER key or the CREATE key. 


All Site Content 


u 


wCCt-rre«t 


£jj- ” Q ['21 (§h T Page - Safety » Tools * 0 - 


Name and Description 

Type a new name os you want it to appear in 
neadmgs and li^ks throughout the site. Type 
dessxipt' vT text that will h=ip site Malta's use 
this dccumert hbrery 


Navigation 

Speofy whether a ImK to this document library 
appears in the Quick Launch. 


Document Version History 

Speefy whether a version is created each time 

you edit a Me in this document Bibrary. 

Document Template 

Select a document template to determine the 
defat. t for ah new Mss crested in this 
document library 


-<=? 


Document Library 


Type -ibrary 
Categories Content 

A place f cr storing document* or other 
f-les that yc» want to share, Document 
tibraries allow folders, versioning, and 
check out. 


Display this document library on Che. 
Quick Launch? 

LV Tea No 


Create a version each time you edit a 
file in this document library’ 

W Y « vV No 


Document T empbtr: 

^ Microsoft Word document 


:> 


|P ^Cancel ^ 


STEP 5 - Repeat the steps from STEP 3 until all the libraries for each HQ letter have been created. 

STEP 6 - Document where you stopped and indicate the number of hours worked. Please send an email to[ 


jwith where you started and stopped and how many hours worked. 


land 

b6 
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FREQUENTLY ASKED QUESTIONS 


FAQ-1 I accidently named the document library incorrectly, what do I do? 

ANSWER - Email the quality control team with the name of the incorrect library and they will remove it. 


FAQ-2 I created libraries out of order, what do I do? 

ANSWER- It is ok to create document libraries in any order, just continue where you left off. 



S31ST80 If SIC 


The Records Management Division’s (RMD) Records Automation Section recently completed 
the conversion of nearly 83 million manual index cards, which were previously located in field 
offices and at Headquarters, to digital images. While the manual index cards are essential to the 
FBI’s ability to locate information in older case files, manually storing and searching the cards 
demanded an inordinate amount of time, space, and money. Following digitization and quality 
control review, the scanned images were uploaded to a SharePoint site and made available 
electronically. Storage space was also reduced with the destruction of the paper cards following 
successful digitization and quality control review. 

In the past, the Records Disposition Unit (RDU) instructed field offices to destroy manual index 
cards corresponding to destroyed case files and transfer to RDU manual index cards 
corresponding to case files being transferred to the National Archives and Records 
Administration (NARA). Due to the administrative burden created by this effort, RDU 
suspended this requirement several years ago. 

RMD is providing to NARA digital versions of the manual index cards so information can be 
retrieved from the case files, which have been accessioned to NARA. Field offices are not 
required to request the deletion of any images from the SharePoint site when destroying or 
transferring files. RMD will maintain the digital images on SharePoint (or its successor system) 
until obsolescence of the entire collection.' 


Assistant Section Chief 
Records Policy & Administration 
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Tampa 


Dallas 


Cincinnatti 


WFO 


San Francisco 


Flouston 


Detroit 


Baltimore 


Charlotte 


Portland 


Norfolk 


Omaha 


New Orleans 


Jackson 


Louisville 
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Miami 


Birmingham 


Denver 


Boston 


INDEX CARD SCANNING PROJECT 
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FO Index Cards - Completed Totals 

April 28, 2008 - December 15, 2010 (32 months) 



Date Completed 


5/15/2008 


5/22/2008 


6/11/2008 


6/24/2008 


8/1/2008 


8/8/2008 


8/12/2008 


9/9/2008 


10/31/2008 


11/4/2008 


11/14/2008 


12/5/2008 


12/8/2008 


1/5/2009 


1/20/2009 


1/23/2009 


1/28/2009 


2/10/2009 


2/13/2009 


2/23/2009 


3/3/2009 


4/22/2009 


5/13/2009 


5/14/2009 


6/26/2009 


7/22/2009 


8/7/2009 


9/9/2009 



307,317 


211,490 


912,140 


299,030 


4;222,551 


1,910,172 


651,142 


799,525 


1,850,142 


619,274 


374,850 


345,494 


998,627 


9 


182,742 


249,458 


398,957 


741,191 


308,669 


548,437 


498,167 


3,247,160 


937,858 


323,260 


414,849 


256,554 


1,304,346 


570,900 


511,165 


Sacramento 


Milwaukee 


Phoenix 


Cleveland 


Columbia 


Atlanta 


Oklahoma Ci 


Pittsburgh 


Honolulu 


Seattle 


San Juan 


Richmond 


Little Rock 


Kansas City 


El Paso 


Memphis 


Mobile 


St. Louis 


New York 


San Antonio 


Salt Lake City 


Los Angeles 


MISC 


9/30/2009 


10/26/2009 


9/9/2009 


12/11/2009 


1/11/2010 


1/27/2009 


3/1/2010 


3/9/2010 


4/1/2010 


4/13/2010 


4/19/2010 


5/27/2010 


6/22/2010 


6/30/2010 


7/2/2010 


8/16/2010 


8/23/2010 


8/31/2010 


9/12/2010 


9/10/2010 


9/22/2010 


9/23/2010 


10/8/2010 


10/18/2010 


10/21/2010 


12/2/2010 


N/A 


12/15/2010 


N/A 


254,364 


632,398 


363,406 


1,416,790 


671,784 


456,038 


569,104 


300,816 


387,276 


989,047 


435,134 


237,145 


132,537 


69,235 


1,675,715 


386,095 


367,362 


208,156 


101,359 


449,765 


492,414 


6,948,298 


55,951 


3,469,451 


43,381 


HQ Index Cards - Completed Totals 

December 21, 2010 - March 28, 2013 (27 months) 




Total Field Office Index Cards 46,099,824 


2/4/2011 


4/22/2011 


6/15/2011 


7/21/2011 


8/24/2011 


9/28/2011 


11/15/2011 


11/21/2011 


12/13/2011 


1/13/2012 


2/23/2012 


4/26/2012 


6/25/2012 


7/17/2012 


8/16/2012 


8/16/2012 


9/25/2012 


12/20/2012 


1/22/2013 


1/24/2013 


2/4/2013 


3/19/2013 


3/19/2013 


3/22/2013 


3/25/2013 


3/28/2013 


Total HQ Index Cards 


1,398,183 


3,076,072 


2,648,109 


1,681,834 


740,465 


1,486,564 


1,980,145 


2,301,336 


344,121 


913,398 


1,727,446 


1,910,024 


3,305,366 


800,391 


576,304 


1,928,479 


66,694 


2,001,220 


3,952,583 


1,304,378 


194,494 


658,591 


1,956,182 


19,009 


260,721 


289,718 


14,152 


37,535,979 


FO Totals 

46,099,824 

HQ Totals 

37,535,979 

FO& HQ TOTAL = 

83,635,803 


FO Avg/Month = 

1,440,620 

HQ Avg/Month = 

1,390,221 

Average/Month = 

1,417,556 


FO *Boxes Scanned = 

39,958 

HQ *Boxes Scanned = 

33,976 


Overall *Boxes Scanned 


FO Original Estimate = 71,649,600 (Based On 1,100 Index Cards/Ltnear Ft) Final Total = 64.3% of Original Estimate 


FO Original Estimates 57,113,100 (Based on 1,100 Index Cards/Lineaf Ft) Final Total = 65.7% of Original Estimate 


* Average per Box was approximately 1,100 Index Cards 

































































































































































































































FO 

Number 

Total Exported Images 

Date of 



of Boxes 

Each FO 

Disposition 

NOTES 






Knoxville 

246 

307,317 

12/10/2008 

Destroyed 

Tampa 

170 

211,490 

12/10/2008 

Destroyed 

Dallas 

722 

' 912,140 

12/10/2008 

Destroyed 

Cincinnatti 

241 

299,030 

12/10/2008 

Destroyed 

Sari Francisco 

1554 

1,910,172 

12/10/2008 

Destroyed 

Minneapolis 

516 

651,142 

11/17; 12/10/2008 

Destroyed 

Houston 

643 

799,525 

12/10/2008 

Destroyed 

Detroit* 

1472 

241,077 

12/3/2008 

Destroyed 

WFO 

3513 

4,222,551 

11/25; 12/3; 12/12/2008 

Destroyed 

FY08 Totals 

9077 

9,554,444 



Baltimore 

442 

539,206 

1/8/2009 

Destroyed 

Charlotte 

381 

374,850 

1/8/2009 

Destroyed 

Portland 

274 

345,494 

1/29/2009 

Destroyed 

Norfolk 

175 

206,679 

1/29/2009 

Destroyed 

Omaha 

158 

182,742 

6/15/2010 

Destroyed 

Jacksonville 

360 

249, 458" 

6/15/2010 

Destroyed 

Indianapolis 

349 

398,957 

6/15/2010 

Destroyed 

New Orleans 

613 

741,191 

6/15/2010 

Destroyed 

Jackson 

265 

308,669 

6/15/2010 

Destroyed 

Las Vegas 

453 

548,437 ' 

6/15/2010 

Destroyed 

Louisville 

433 

498,167 

6/15/2010 

Destroyed 

Chicago 

2800 

3,247,160 

6/15/2010 

Destroyed 

Miami 

964 

937,858 

6/15/2010 

Destroyed 

Springfield 

276 

323,260 

6/15/2010 

Destroyed 

Birmingham 

345 

414,849 

6/15/2010 

Destroyed 

Denver 

206 

256,554 

6/15/2010 

Destroyed 

Boston 

1132 

1,304,346 

6/15/2010 

Destroyed 

San Diego 

499 

570,900 

6/15/2010 

Destroyed 

Buffalo 

430 

511,165 

6/15/2010 

Destroyed 

Sacrairiento 

223 

254,364 ™" 

6/15/2010 

Destroyed 

Legat* 

* 

998,627 

1/8/2009 

Destroyed 

FY09 Totals 

10778 

14,821,998 



Milwaukee 

540 

632,398 

6/15/2010 

Destroyed 




Destroyed 
Destroyed 
ARC (17 Pallets) 
Destroyed 
Destroyed 
ARC (17 Pallets) 
Destroyed 
Destroyed 
ARC (17 Pallets) 
ARC (17 Pallets) 
ARC (17 Pallets) 
Destroyed 
Destroyed 


Destroyed 
ARC (17 Pallets) 
Destroyed 
ARC (17 Pallets) 
Destroyed 
ARC (17 Pallets) 
Destroyed 
Destroyed 
ARC (17 Pallets) 
ARC (7 Pallets) 
Destroyed 
ARC (17 Pallets) 
Destroyed 
ARC (17 Pallets) 
Destroyed 
Destroyed 
ARC 
Destroyed 
ARC 


ARC 

ARC (17 Pallets) 
ARC (17 Pallets) 
































































































LAA-F 


LAG-L 

783 

San Antonio 

51 


742 

LAS-Z 

779 

Salt Lake City 

HHQHI 

IttllllfiTET 

4054 


1,871,573 

2,725,803 

2,781,754 

3,570,436 

4,427,267 


WAITING 

ARC 

WAITING 

ARC 

WAITING 

ARC 

WAITING 

ARC 

WAITING 

ARC 


4,427,267, 

4,427,267 



TOTALS 39035 46037064 







































NARA Correspondence 

(In regards to the Index Card Project) 


NARA Correspondence 


August 13, 2007 


From RMD to NARA 

(DCS Disposition Authority) 
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REQUEST FOR RECORDS DISPOSITION AUTHORITY 


To: NATIONAL ARCHIVES & RECORDS ADMINISTRATION 

8601 ADELPHI ROAD COLLEGE PARK, MD 20740-6001 


1 FROM (Agency or establishment) 

DEPARTMENT OF JUSTICE 


MAJOR SUBDIVISION 

FEDERAL BUREAU OF INVESTIGATION 


MINOR SUBDIVISION 

RECORDS MANAGEMENT DIVISION 


JOB NUMBER 

AJ/~ 0(o3^0 7 "/ 


Date received 


tl&o/oj 


NOTIFICATION TO AGENCY 


In accordance with the provisions of 44 U S c 3303a, the 
disposition request, including amendments, is approved 
except for items that may be marked “disposition not 
approved” or "withdrawn” in column 10 




CONFER 


1 

1 



TELEPHONE NUMBER 


AGENCY CERTIFICATION 

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposition of its 
records and that the records proposed for disposal on the attached 3 page(s) are not needed 
now for the business for this agency dr will not be needed after the retention periods specified; and 
that written concurrence from the General Accounting Office, under the provisions of Title 8 of the 
GAO Manual for Guidance of Federal Agencies,' 


is not required 


□ is attached, or 




8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 


The attached pages provide disposition instructions for 
records relating to the Document Capture System (DCS), 
which is a system used to manage the administrative 
scanning processes of the FBI’s records and evidence 


□ has been requested 


TITLE 

Assistant Director 


9 GRS OR 
SUPERSEDED JOB 
CITATION- 


10 ACTION TAKEN 
(NARA USE ONLY) 



115-109 


PREVIOUS EDITION NOT USABLE 


STANDARD FORM 115 (REV 3-91) 
Prescribed by NARA 36 CFR 1228 













©©©EasifieB’atf ©apfiyre System 


The Document Capture System (DCS) is an Oracle system developed in 2004 for the Federal Bureau of Investigation’s (FBI’s) 
Records Management Division’s Document Conversion Laboratory (DocLab) The DocLab scans records and evidence for the 
FBI and uses DCS to automate and manage the DocLab's processes, which include logging incoming requests for services, 
receiving documents to be scanned, document preparation, scanning, quality assurance, job completion and verification, and 
delivery of the scanning job 


J. INPUTS 


a Source Records, FBI Records/Cass Files (hard copies to be scanned by the DocLab) 

These records pnmanly include, but are not limited to records being scanned for use in the Freedom of Information and 
Pnvacy Act (FOIPA) and name check processes and scanning related to the FBI’s case work 


DISPOSITION RETAIN/DESTROY commensurate with the disposition authonties approved in N1-065-82-04 and 
N1 -065-04-4 \ 

b. Source Records, Evidence (hard copies to be scanned by the DocLab) 

DISPOSITION Disposition^ based on the rules of evidence 

c. Job Information 

These records include job information the DocLab needs in order to process a new scanning job Data is keyed into the 
system that includes, but is not limited to job name, divisio'n name, tracking number, output media, pnority, case title, 
classification!, date received, and correspondence log information 

DISPOSITION, see “Data Files" 

d. Job Information, Supporting. Records (hard copy) 

These records include instructional memos, notes and other information regarding processing the job,- which are scanned 
and uploaded into the system \ 

DISPOSITION DELETE/DESTRQY after venfication of a successful scan 

e. Employee Statistical Data 

This informationunctudes keyed in data of employee statistics, e g the employee name, the date and the quantity of pages 
scanned \ 

DISPOSITION see^Data Files" . 

f. Employee Statistical Data input Worksheets/Forms (hard copy) 

These records include, but are not limited to worksheets, forms, and other records that have employee statistical data that 
is keyed into DCS \ 

DISPOSITION DELETE/DESTROY after verification of successful data input 


115-109 


PREVIOUS EDITION NOT USABLE 


STANDARD FORM 115 (REV 3-91) 

Prescribed by NARA 36 CFR 1228 



2 . DATAFILES 


a. Image Data Files (tmagesof Source Records) 

. These records are the images of the scanned hard copies 
DISPOSITION DELETE/DESTROY 90 days after the customer copy and the back-up copies are created 

b. Job Processing Data & Metadata 

This information about each job being processed including, but not limited to bar code information, Quantity of pages 
scanned in an individual job, box, and unit, the day and time when a process, such as scanning begins and ends, name of 
employee processing job, and information on when a job is received or shipped back to a customer 

DISPOSITION DELETE/DESTROY three years after completion of the job or when no longer needed for administrative 
purposes, whichever is later 

c. Job Information & Supporting Records Data 

This information includes information about the job, i e the job name, division name, tracking number, output media, 
pnority, case title, classification, date received, and correspondence log information 

DISPOSITION DELETE/DESTROY one year after completion of the job (€& 8 -$@?’£ 2 )'or when no longer needed for 
administrative purposes, whichever is later 


3. OUTPUTS 

a. Statistical Reports 

Tnese records include, but are not limited to standard and ad hoc graphs and reports, e g image count reports, individual 
job detail reports, employee production data, and job statistical reports 

DISPOSITION DELET&DESTROY when 3 years old or when no longer needed for administrative purposes, whichever 
is later \. 

b. Job Processing Records 

These records include, but are not limited to the records and information output from the system that enable the 
processing of each job, e g bar code labels, worksheets 

DISPOSITION DELETE/DESTROY one year after completion of the job or when no longer needed-for 

administrative purposes, whichever is later 

c. Images, Customer Copy (images of Source Records) 

These records are the images of the source files . ’ 

DISPOSITION DELETE/DESTROY images of records and evidence in accordance with the FBI’s records retention 
policies, practices, and the rules of evidence 


4. DOCUMENTATION 

System Documentation 

Includes system specifications, file specifications, codebooks, user guides, output specifications, and final reports 

DISPOSITION DELETE/DESTROY when superseded or obsolete, or upon authorized deletion of the related master file 
or database or upon th&destruction of the output of the system, if the output is needed to protect legal rights, whichever is 
latest \ 


115-109 PREVIOUS EDITION NOT USABLE STANDARD FORRS 115 (REV 3-91) 

Prescribed by NARA 36 CFR 1228 


5. RELATED RECORDS 


a. Job Information Records (hard copy) 

These records were created prior to DCS and include forms, electronic communications (ECs), notes, etc regarding the 
instructions of completed job requests 


DISPOSITION DELETE/DESTROY one year after completion of the job *(S?tS-TSr2a)' 


Images, DccLab’S. Back-Up Copies 

These records are the back-up copies created by the DocLab at the time the images are placed on the customer's 
requested medium The back-up customer copy is retained by the DocLab to assist in servicing the same request In 
addition, the back-up copy serves as a short-term back-up copy should there be any problems in the delivery of the 
medium to the customer \ -Arv s? 

\ /o(i,S 2.0, P s ' y,x ' ° 

DISPOSITION DELETE/D&STROY when 80 days old & 1 


• c. Customer Service Feedbacks Related Information 

These records include, but are not limited to customer satisfaction surveys, feedback questionnaires, and reports 
generated based on customer feedback 

DISPOSITION DELETE/DESTROY one year after the year in which the project is closed (GRS 18, 5) or when no longer 
of administrative value, whichever is later 

d. - System Backup Files 

A full backup is performed nightly and maintained for potential system restoration in the event of a system failure or other 
unintentional loss otsdata 

DISPOSITION DELETE/DESTROY incremental backups when superseded by a full backup or when 80 days old 
DELETE/DESTROY fuirbackups when a more current full backup has been successfully captured or when 90 days old 

e. Security Audit Logs 

Oracie audits are performed that capture database-specific events, including logins, accesses, and administrative 
activities 

DISPOSITION DELETE/DESTROY electronic files and hard-copy pnntouts created to monitor system usage, when no 
longer needed for administrative, legal, audit, or other operational purposes '(©RS'28rstemJic)'**< 


115-109 


PREVIOUS EDITION NOT USABLE 


STANDARD FORM 115 (REV 3-91) 
Prescribed by NARA 36 CFR 1228 
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ALL INFORMATION CONTAI 
HEREIN 13 UNCLASSIFIED 

DATE 04-12-201 K BY J76J18T80 NSTrr, 

U.S. Department of Justice 


Federal Bureau of Investigation 


Washington, D. C. 20535-0001 

March 17, 2008. 


Mr! Paul M. Wester, Jr. 

Director 

Modem Records Program 
Room 2100 

National Archives and Records Administration 
8601 Adelphi Road 
College Park, MD 20740 


RE: January 23, 2008, Letter from NARA Regarding 
FBI Case File Digital Imaging Processes 

Dear Mr. Wester: 

Thank you for your summary and analysis of our recent conversation regarding 
the Federal Bureau of Investigation's (FBI) need to digitize specific case files to meet our current 
and future operational needs. I want to quickly reach a point at which our major investments in 
digitization can be used an example- of FBI - National Archives Records Administration (NARA) 
cooperation to align a major business process improvement program with electronic records 
program guidelines. We believe the current FBI records scanning program is unique amongst 
Federal Agencies dealing with National Security information in scope, quality, and adherence to 
NARA guidance. From our prior communications, we are still uncertain of the specific elements 
of NARA guidelines with which our scanning standards and procedures are not in accord. We 
would like to address each of your concerns regarding our business practices and Document 
Conversion Laboratory (DocLab) processes individually: 

1 . When color text is important to interpretation and content, the FBI is willing to make 
reasonable changes to the current operational processes, within the limits of the document 
capture system and storage capacity, to create "archival" quality digital images. However, the 
business needs of the FBI are being met for the capture of color text in grey scale because 
distinctions by different color ink are no longer a business practice as was the case during the 
Hoover era. Black and white or grey scale images meet the business needs. 

2. Records Management Division’s (RMD) current scanning process is to scan Black & White 
(TIFF) or Color (JPEG) photographs or other graphics contained as items in a paper case file at 
300 dpi regardless of original size. .This allows photos to be scanned in the same placement that 
they appear amongst documents in the file folder, thus preserving the original order. This 
procedure and resolution guideline meets the Bureau's business needs for rapid processing 
without extracting photographs for separate capture and processing on different equipment or 
scanning as a separate scan unit at different settings than used for the rest of the case file. 


1- SC Krysa, Rm. 6883 


b7E 



Mr. Paul M. Wester, Jr. 


3. RMD is currently revising the documented business processes related to the creation, storage, 
and maintenance of scanned records. We are aware of NARA's concerns' regarding the 
trustworthiness of the records and have every intention of ensuring that the electronic records 
repository/application meets those needs. RMD will upload scanned data from complete case 
files into a certified Records Management Application (RMA). RMD uses the quality sampling 
methods presented in ANSI/AIIM, Sampling Procedures for Inspection by Attributes of Images 
in Electronic Image Management and Micrographic Systems (ANSI/AIIM TR34-1996) during the 
quality reviews of scanned images. We need to clarify that the Capone documents posted to the 
FBI FOIA web site are old records that were scanned in the 1990's, well before the current 
DocLab processes and technology were deployed. The poor image quality of those old FOIA 
documents does not reflect current quality for records conversion. 

4. An RMD working group is addressing the metadata tagging issue. They are working with FBI 
stakeholders enterprise-wide and IT operations staff to ensure that the records created in the IT 
applications employed by various systems will be appropriately tagged. We intend to conduct an 
Electronic Recordkeeping Certification (ERKC) assessment on our RMA system as well. As you 
know, the FBI has an established- policy requiring all IT systems to undergo an.ERKC assessment 
to assess proper recordkeeping of electronic records and minimum descriptive metadata 
elements. We appreciate that NARA has identified the FBI's ERKC process as a best practice 
and disseminates it as part of the Electronic Records Toolkit, and we can assure NARA that we 
fully apply that process to all Bureau systems. 

5. The internal RMD T-Drive temporarily stores images in multiple formats that are indexed by 
case file number for processing by various programs and is not the end-state repository for 
electronic case files. Prior scanned documents will not be placed in the RMA without appending 
the metadata, and ensuring the images meet current standards. All records identified for . 
digitization undergo both a pre-scanning document preparation process and a post-scanning 
quality control process. Both of these processes are well established and documented in the 
DocLab standard operating procedures. All procedures are subject to periodic revision to 
integrate capabilities of technology with manual employee verification to ensure the digital 
record meets the standards for a complete and accurate reflection of the original paper file. 

6. RMD DocLab captures both front and back of each document within a scanned case file. Jobs 
processed by DocLab scan all batches in duplex, scanning both sides of every page. Later during 
the Quality Assurance process, the images of any blank pages, “bleed-thru”, processing separator 
sheets, etc, are deleted. Da t a from prior scanning will be remain as reference data in non-record 

systems such as | | or | l and will not be suitable for 

migration as a complete and authentic record into an RMA. 

7. We disagree with the opinion that every case file within a classification must be scanned to 
meet standards of responsible electronic records management or NARA guidance. The objective 
of the scan-on-demand approach is to ensure that the collective business needs of investigators, 
intelligence analysts, and the public are addressed. Even in paper format, most-case file 
classifications are temporary records which are sampled to extract the few files for accession to 
NARA and preservation as permanent records. Case files requested by the public through FOIA, 
mandatory declassification review, litigation discovery, or other public dissemination pathways 
are scanned for efficient internal processing. In fact, since only the files that are requested are 
scanned, this provides a regular sampling of the files and indicates which files clearly represent a 


Mr. Paul M. Wester, Jr. 


body of information of. specific interest to the public. Since the majority of Bureau case files are 
identified as temporary, scanning all cases in a "class" (i.e. ALL bank robbery cases) is not 
feasible, would be cost-prohibitive, and be an inefficient use of government resources without 
■business need, permanent preservation value, or public interest. Instead, the FBI has established 
a process that meets both the FBI's business needs and addresses the public's needs/requests for 
access to holdings of interest. 

We look forward to completing our dialogue with you on these issues and hope 
that we can come to an agreement on the scanning practices that are mutually satisfactory to meet 
the needs of both of our organizations. 


Sincerely, 


John C. Krysa 
Section Chief 

Records Automation Section 
Records Management Division 
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NARA Correspondence 


May 28, 2008 
From NARA to RMD 

(Example of Letter & Technical Questions) 
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NARA Correspondence 


October 2, 2008 
From NARA to RMD 


NARA Correspondence 


March 3, 2010 


From RMDToNARA 


ALL INFORMATION CONTAINED 

HEREIN IS UNCLASSIFIED 

DATE 04-12-201 6 BY J76 J18T8Q NSICQ 


U.S. Department of Justice 


Federal Bureau of Investigation 


Washington, D. C. 20535-0001 

March 3, 2010 


b6 


In 2008, the Federal Bureau of Investigation (FBI) began converting field office 
manual indices to an electronic scanned image and using Optical Character Recognition (OCR) 
to create searchable text of each indices card. Once scanned in accordance with the FBI's 
Document Scanning Standards, the images and the accompanying OCR text are saved to an 
internal FBI SharePoint website and ar^uyaiiable for searching and retrieval by all FBI 
employees. The FBI estimates^hat-b^May-^P§), airfield office" manual indices cards will have 
- beenxouwrted-fo-electronic'Torirmu ■ • . ' 

The FBI will follow the same process and convert the Headquarters manual 
indices cards to electronic format. Therefore, in accordance with the requirements of 
36 Code of Federal Regulations (CFR) 1228.31 (b)(l)(i) and General Records Schedule (GRS) 
20, item 3.1, this letter provides notification that the FBI intends to destroy the Headquarters 
manual indices upon successful scanning and uploading into SharePoint. The scanned images 
will be retained as the record copy and transferred to the National Archives and Records 
Administration (NARA) or destroyed along with the related case file. The required 'notification 
information is provided as an attachment along with the FBI's responses to NARA's technical 
questions on scanned images. 


Sincerely, 


Marilyn H. Moore 

Section Chief, Records Policy & Administration 
Records Management Division 


Enclosures 


National Archives and Records A 
Life Cycle Management Division 
8601 Adelphi Road 
College Park, MD 20740 


.ecords Administration 




Notification of the FBI's intent to apply previously approved records schedules for hard copy 

permanent records to electronic records 

Pursuant to the requirements of 36 CFR 1228.3 1 (b)(l)(i) and General Records Schedule 
(GRS) 20, item 3.1, the below information is provided as notice of the FBI's intent to destroy manual indices 
following verification of successful scanning and uploading into SharePoint. 

(A) Name of Agency: Federal Bureau of Investigation (FBI) 

(B) Name of the electronic system: SharePoint 

(C) Organizational unit(s) or agency program which records support: All FBI Headquarters Divisions, 
Field Offices, and Legal Attaches 

% 

(D) Current disposition authority references: NCI-65-82-04, Part E, item 1 (A) (1) 

(E) Format of the records: Scanned and OCR'ed images 
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NARA Correspondence 


May 11, 2010 


From RMD To NARA 


ALL INFORMATION CONTAINED 
' HEREIN IS UNCLASSIFIED 
DATE 04-12-2016 BY J76J18T80 NS ICG 



U.S. Department of Justice 


Federal Bureau of Investigation 


Washington, D. C. 20535-0001 

May 11,2010 


iNationai Archives at College Park 
NWML, Room 2100 

8601 Adelphi Road b6 

College Park, MD 20740-6011 b7c 


Dead 


Please find enclosed the Agreement to Transfer Records to the National Archives 
of the United States, SF-258, for the electronic images of the Federal Bureau of Investigation's 
(FBI) Colombia, South Carolina, field office index card collection. As you know, this transfer 
represents the first step in an ongoing FBI project to make this valuable finding aid available as a 
modem text-searchable computer resource. To date the FBI has converted over 33 million index 
cards and is processing the card images for transfer to the Archives in the coming months. The 
total collection of FBI field office index cards is estimated to be 45- million. 

The National Archives has previously agreed to allow the FBI to destroy the 
original hard copy index cards once quality checks are complete and the media is prepared for 
transfer. The quality program has proven to be effective under the process we are operating. 
Since the Columbia index card set represents the first complete collection to be transferred from 
one field office, the FBI will delay the destruction of the physical cards for 30 days to ensure 
there are no unforseen technical difficulties. Destruction will commence on June 10, 2010, and 
continue on a routine basis for the remainder of the field office index card collection, unless 
otherwise notified by you. 

We look forward to working together on this project. 


Sincerely, 


Enclosure 


John C. Krysa 

Chief, Records Automation Section 
Records Management Division 






Everyone - Please see AD Hooton's email below. 


Have a great day! 


From: Hooton, William (Bill) L. 

Se nt: Thursday. Octob er 23, 2008 1:5 9 PM 


To: 


Subject: Re: GREAT NEWS! 


Krysa, John C.; 
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From: 

To: Hooton, William (Bill) L.;| 

Sent: Thu Oct 23 13:34:04 2(5S?T 
Subject: FW: GREAT NEWS! 

Just wanted to share some good news for the day!!! 
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Seattle 


Cleveland 


Oaklahoma 


St Louis 
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Destroyed 

Destroyed 

604 (2 Pallets) 1 ^/Memphis 
604 (2 Pallets) 1 w/Sealtle 

Destroyed 

Destroyed 

Destroyed 

Destroyed 

Destroyed 

Destroyed 

Destroyed 


Destroyed 


604(5 Pallets) I w/I-.A. A-F& 1 w/IC.C. 


604(11 Pallets) 
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IS UNCLASSIFIED 
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Welcome to the Index Card Stel Index cards from Held Offices w* be scanned and 
uploaded here for ongoing access. Please check the shared docunents folder for the 
scanned documents. 


There ore currently no upcoming events. 
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^Start} |j ;!<^Ir^-MiaosoftOutl^ [ Document I - Microsoft W,. t | |QfomV" Manual Index », 


Joesfcop » j & iJ.ja] 0 1 1:42 AM 





3. Open the folder called DALLAS by double clicking on 
the folder icon beside the word Dallas. 
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This will change the screen to appear like this 
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§2$ Manual Index Cards 
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Manual Index Cards > Shared Documents > Dallas 

J ril Shared Documents 


View Al S*e Content I Share a document with the team by addng R to this document Ebrary. 
Documents | j Ac0oo5 . 

■ Shared Documents 
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View: Explorer View 



Select an item to view its 
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5. Open a second session of the index card SharePoint 
site using the same link as in step 1. Resize both 
index card sites to be side-by-side on the monitor. 



6. On the second session of the site, click on DALLAS 
under the documents menu on left side. 
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Actions ▼ 
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7. On the second session, click on VIEW: ALL DOCUMENTS 
and select EXPLORER VIEW. 
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Manual Index Caids > Shared Documents > Dallas 

Shared Documents 

j Share a document with the team by adding it to this 
document Ibrary. 
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8. On the first session (the one called SHARED DOCUMENTS) 
click on the folder labeled A. It will take some 
time for all the files to load. 
















9. Once the page loads, you will select the .pdf files 
and drag them to the A folder of the second session. 
It is recommended to select several .pdf files at one 
time to move. Do this by selecting the first file, 
depress the SHIFT button on the keyboard, and select 
several more files. 
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10. Take mouse and point to selected group and click. 
Then drag mouse to A folder on second session. 
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11. The files will begin to transfer to the selected 
folder. Again, these are large files and it will 
take some time. The following screen’ shot shows the 
files being transferred, and the pop-up one will get 
if he/she does not have the correct permissions. 
Please contact the supervisor in-charge to request 
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12. Once the transfer is complete, the .pdf file should 
no longer exist in the first session, and should 
appear in the second session's folder only. 
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Advantage: Prior to cards being scanned, each field office had to manually search their cabinets. Since the 
cards have been scanned, all field office and HQ personnel can search all 56 field office collections and the HQ 
collection (90+ million images). Employees can search for a card at an individual field office level, all field 
offices level, HQ level, or field office and HQ collection level. 


Disadvantage: Due to the poor quality of some field office index card collections, the OCR process yielded 
approximately a 16.5% non-searchable rate. The following disclaimer is displayed on the SharePoint Home 
Page: The FBI Field Office and HQ Manual Index Card and Popular File SharePoint sites are electronic 
reference tools for the FBI’s investigative, intelligence, and analytical communities. Any index card 
search results should not be used as the sole basis for further investigation. Rather than merely relying 
on the Manual Index Card SharePoint sites by themselves, when considering whether to engage in further 
investigation of a particular case, agents and/or analysts should review' the actual contents of the file(s) 
referenced by the corresponding index card(s). This collection is classified as^JD&ftCH 


Impact: There were 44.5 million images exported for the field office collections. Based on sampling of the 
collection, there are possibly 16.5% of the index cards that are not searchable. This translates to approximately 
7.4 million ca rds that could potent ially not be searchable. During the workflow process, we removed 


approximately 


cards. Based on the sampling of the INFC collection, there are potentially 


cards in the general collection. This has the potentially impacts FOIA and NNCP searches. 


Mitigation: Employees that search a subject / individual name must open up a series of cards within that 
alphabetical range (this would be at the folder level) and review each image. 


NARA Acceptance: Based on the Technical Review (20 Questions) submitted to NARA, RMD has 
successfully met NARA requirements for transfer of the index card collections. NARA has officially accepted 
the transfer of 30 field office collections, currently processing 24 field offices, and rejected 1 field office. Once 
NARA receives our hard drive, they upload the images to their computer system. After uploading to their 
system, archivist performs a random search of 40-50 images and notes the name on the images. After randomly 
selecting and viewing these images, they perform a very basic search (using control/f) to search the names 
previously noted. So far, all field offices, with the exception of MW, has been accepted. Archivist is 
approximately 30% complete processing the last hard drive and has had no issues. The MW collection has by 
far, been t he poorest q uality for OCR processing. NARA provided examples of the issues involving the MW 


collection. | performed the same type of search and was able to confirm those issues. Since the MW 

collection was scanned (2009), the OCR software has bee n upgraded . Upon request, DocLab has completed re- 
OCR for 5 folders that was on NARA's example list. The team will now compare image to image 


to get an approximate improvement rate of searchablility. 
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Percentage of Unsearchable Index Cards 
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From: 

Sent: 

To: 

Cc: 

Subject: 


KRYSA, JOHN CHARLES (RMD) (FBI) 


Friday. April 23. 201 Q 11:07 AM 

](RMD) (FBI); 

H(RMD)(FBn 

l (RMD) (FBI) 

RE: Destruction of hardcopy index cards 


(RMD) (FBI); 


UNCLASSIFIED 

NON-RECORD 



b5 


JK 


From: 

Sent: 

To: 

Cc: 

Subject: 


| (RMD) (FBI) 

Friday, April 23, 2010 10:39 AM 
KRYSA. JOHN CHA RLES (RMD) (FBI);!” 
I | (RMD) (FBI) 

RE: Destruction of hardcopy index cards 


UNCLASSIFIED 

NON-RECORD 


](RMD) (FBI); 


(RMD)(FBI) 


b6 

b7C 



b5 


Team Lead, 

Electronic Information Management Initiatives 
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From: 

Sent: 

To: 

Cc: 

Subject: 


KRYSA, JOHN CHARLES (RMD) (FBI) 
Friday. April 23, 2010 1 0:07 AM 

]( Rmd) (fbi) £ 


RRMD) (FBI) 
for hardcoi 


RE: Destruction of hardcopy index cards 


UNCLASSIFIED 

NON-RECORD 


](RMD)(FBI);| 


](RMD) (FBI) 


b6 

b7C 
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From: 

Sent: 

To: 

Cc: 

Subject: 


|(RMD) (FBI) ' 

Friday, April 23, 2010 8:38 AM 
KRYSA. JOHN CHA RLES (RMD) (FBI);[ 
_ | (RMD) (FBI) 

Destruction of hardcopy index cards 


(RMD) (FBI) 


UNCLASSIFIED 

NON-RECORD 



b5 

b7E 


UNCLASSIFIED 

UNCLASSIFIED 

UNCLASSIFIED 

UNCLASSIFIED 

UNCLASSIFIED 

UNCLASSIFIED 

UNCLASSIFIED 
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Source Card Project 
SharePoint Verification 


Contact or to get assigned to a city. 

Open the Index Card site (Manual Index Cards ) 

Open the City Assigned Results folder (for example WFO Results) and then open the 
Source Card Project SharePoint Verification spreadsheet and the Verification Results 
spreadsheet. Print the Source Card Project SharePoint Verification spreadsheet, but 
leave the Results spreadsheet open, 
a. To open spreadsheets in edit mode: 

i. Use the drop down arrow to the right of the file name 

ii. Choose edit with MS Excel 

iii. Make changes as needed, enter city name, your name, the number of results 

iv. Save the file and close 

v. Verify that the date and name on the SharePoint page have been updated 
Open the city in which you are working (for example WFO). 

In the search box, upper right hand side, type the 1st search term. 
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i Home] 
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Manua! Index Cards > WFO 

WFO 


> View A! Sit Ccrtent 


• Shared Documents 


View: All Documents * 


8/7/2008 2:52 PM 
8/7/2008 2:52 PM 


6. This will conduct a search of all the index cards in WFO for the term entered (i.e. asset). 
On your Source Card Project SharePoint Verification spreadsheet, enter the number of 
results for the team searched in the TOTAL REVIEWED column. The results will be 
returned like this: 



Each of these results will need to be reviewed to determine if the card contains source 
information using the Source Card Determination Guidelines. 


7. Click on the first link to begin review of the first card. Review and analyze to make a 
determination; the card will either be (see following pages to make your determination): 

a. Confirmed as a Source card 

b. Not confirmed 

If there is any question as to the correct determination, please see l ~| or | 1 



8. If the card is 

a. CONFIRMED, copy the link (see red circle in image above) and paste that into the 
Verification Results spreadsheet, then use the back arrow to continue to the next 
card 

b. Not confirmed - use the back arrow to return to the results listing and continue to 
the next card 

9. Repeat steps 5-8 until all search terms have been reviewed. 


Moving Source Cards 

10 . 

1 1 . The following are the steps to move the confirmed source cards: 

a. Sort the SharePoint Verification Results spreadsheet. 

b. Open a second web browser to the Manual Index Cards site. Locate and click open 
the CONFIRMED folder. 

c. Place the Verification Results spreadsheet and two web browsers side by side. 
Using the yellow box on the right hand side, change the view to EXPLORER VIEW. 
Do this for box web browsers. 
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Manual Index Cards > Confirmed > Wasbingh 
Verification 


Confirmed 


|w Al Site Content 


■ Shared Documents 


» Legal Cards 
* Portland 


» Jackson 

• Jacksonville 
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» Birmingham 
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» Chicago 
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d. Using the Ve rification Results spreadshee t, locate the first confirmed card, (i.e, The 
card above is l 

e. Select corresponding confirmed source card and right click on the mouse to CUT 
the card. 

f. Move the mouse to the CONFIRMED web browser. Right click on the screen and 
select PASTE. 
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Properties 
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g. Continue to CUT and PASTE all the cards on the Verification Results spreadsheet. 
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Once completed, make sure the same numbers of files exist in the Confirmed folder as 
is listed on the Verification Results spreadsheet. 
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Be sure to save your work frequently! 
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Instructions for Requesting Access 
To the New SharePoint Site 



Complete the Index Card Access Request form, 
r- Email request form to: 

^ Once the request has been approved, you will receive an email containing instructions on 
accessing the SharePoint site. 
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Manual Indices 

SharePoint Site Instructions 



The Manual Indices SharePoint site is a navigational tool used for 

searching index cards 
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Access the SharePoint Site 




To access the SharePoint site, visit 

b7E 
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This is the main page for the index Card SharePoint site 
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be used as the sole bash for fur diet investigation. Rather than merely relying on the Manual Index Card SlwrePotit sites by themselves, when considering whether to engage In furthei Investigation of a particular case, 
agents and/or analysts should resicsv the actual contents of the filc(s} referenced by the corresponding index <ard(s). This collection is classified as SECRET. 
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All field offices have been scanned and are searchable 
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communities. Any Index card scorch results should not bo used as the sole basis for further investigation. Rather than morcly relying on the Manual Index Card 
SharePolnt sites by themselves, when considering whether to engage In further investigation of a particular ease, agents and/or analysts should review the actual 
contents of tho fite(s) referenced by the corresponding Index card(i). This collection is classified as SECRET. 


Announcements 


□ 0 Tltl4 


Lists 

Announcements 


FBI FIELD OFFICE MANUAL INDEX CARDS 


There are no jtemsVo sha* « this «zv, of the ‘Announcements’ I st To add a no 
Hot, tkts’HOYf’. \ 


O Add new announcement 


Discussions 

Sites 

People and Groups 


A Recycle Em 
J*) AH Site Content 


Albany 

Albuquerque 

j 

Anchorage 

Atlanta 


L~ 

Baltimore 


Birmingham 

Doston 

Buffalo 


Charlotte 

Chicago 

i 

- 1 

Clndmiotf 


Cleveland 

Columbia 

Dallas 

A „ 

Denver 

Detroit 

1 


Ei Paso 


Honolulu 

Houston 

Indianopolis 

i 

Jackson 

Jacksonville 

■ "i 


Kansas City 


Knoxville 

Las Vegas 

Little Rock 

, ‘ 

Los Angeles 

5 Louisville 



Memphis 


Miami 

Milwaukee 

Minneapolis 

;r; 

Mobile 

Newark 

! 

| « . 

New Haven 


New Orleans 

New York 

Norfolk 

r 

Oklahoma City 

Omaha 


L 

Philadelphia 


Phoenix 

Pittsburgh 

Portland 


Richmond 

Sacramento 

I 

r 

St. Louis 


San Antonio 

San Francisco 

San Juan 

\ ' 

Scuttle 

Springfield 

“i 


Tampa 


Washington Field 

HEADQUARTERS MANUAL INDEX CARDS 









A B 

C D 

E 

F 

G H 

i 


J 

K 

L 

N O 

p q ; 

K 

S 

T 0 

V 


w 

X 

Y 


FBI Legal Attache (LEGAT) Index Cards 


Please Note: Change the search scope from All Sites to This Site: Records Management. If you 
enter your search criteria on this screen, you will receive results from ALL collections (including every 
field office result, every HQ result, and every LEGAT result). It’s a better idea to narrow your search. 
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Wide searches = large results list 


I £5 Search Results : yuiuf - Windows Interne! fxplorcr 
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This Site: Records Manac v vusuf 
Try searching again in AH Sites. 


Result Type 

Any Result Typs 


l-io of about 4,600 results. 







In this example, we received about 4,600 results. 
There are 10 results per page. We received results 
from various sources including collections from HQ, 
NY, SJ, WFO, MM, LV, OC, DL, PD, and many other 
Field Offices. If you believe that a card in the results 
list is of interest, click on the appropriate link to view 
the index card. 
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Scanned image of original index card 
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Here’s an easy way to narrow your search results list 
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Tho FBI Field Office and HQ Manual Index Card and Popular File SharePolnt sites are electronic reference tools for the FBI's investigative, intelligence, and analytical 
communities. Any Index card search results should not be used as the solo basis for further Investigation. Rather thon merely relying on tho Manual Index Card 
SharePolnt sites by themselves, when considering whether to engage in further investigation of a particular case, agents and/or analysts should review the actual 
contents of the fila(s) referancad by the corresponding index card(s). This collection is classified as SECRET. 
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The more specific you are in your search criteria, the more n 

arrow your results will be. In this 

example, we have added the name 
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Additional Search Criteria 


I £2 Search Results: Yusuf Hanna - Windows Internet Explorer 
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By being more specific and adding the name l 1 
we went from about 4,600 results to 92 results. We still 
received results from various sources including SF, EP,. 
LV, WFO, CG, etc. This results list is more 
manageable. 
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Specific field office search 




159 - E*30 - Safety- Tack- 



& Home - Records Management Division - Manual Indices tt Popular Files - Window* Internet Explorer 


httj» - - »!■< fbrW .fbt' * * 1 » 

E * t Edt Sew Ffivwtes locte |}sfc 

'Ci Ferorte* p u FBI Intranet ii} Webslo restore error 

52333 


la be through share Point is subject to the Privacy Act of 1974 Imorel 


Erowse 


Records Management Division - Manua* Indices & Popular Files 


Documents 

Email Access Requests 

LStS 

DiSCJSaoriS 

Sites 

People and Groups 

iC Aeode Sir. 

A.1 See Cement 


The FBI Field Office and HQ. Manual lode* Card and Popular File Share Point sites are electronic reference tooh for the FBI’s Investigative, intelligence, and analytical communities. Any index card search results should not 
be used as the sole bach for further investigation. Rather than merely relying on the Manual Index Cai d SborePot'nt >he* by thermefvee, when considering whether to engage In fur ther investigation of a particular cose, 
agents and/or analysts should review the actual contents of the file(s) referenced by the corresponding Index cardish This collection Is classified as SECRET. 
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You have entered the San Francisco index card site 
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Manageable results list = quicker processing 







Use both methods to receive results 
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Specific Search 



Remember: The more specific you are with your search information, 

the more narrow your results list will be. 
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HQ Search 
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contents of the filers) referenced by tho corresponding index card{s). This collection is classified as SECRET. . 
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HQ Search of the index card site 
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Results List from a broad HQ search 
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Review your results list (1 ,300 images) or change 
your search criteria. In thi s exam ple, we will add 
the name l 1 
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Results List from a specific HQ search 
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By adding 1 I ’ to our search criteria, our results 
list went from 1 ,300 images to 86 images. 

Review the results list to determine if any cards 
are of interest. 
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View a scanned image 


Search Results : oddison paul - Windows internet Explorer 


^ j J bnctJbt V 

£to yew Favorite* loot* tj*Jp 

Vi’ Fevwte* = V4 £, ™ I rtrmt £j Wctete restore error 
t^-Seeroh Results : odfamped 


a h x £ 


I Site Attxms - 


HQ Index Cards - A ► Site Search Results 


this Sits: HQ Index Cor v [ 
1-10 cf e bo Lt C5 rttuhs 




To view a card, use your mouse to point to the pdf 
file, use your mouse to click on the link to open the 
original scanned image. 
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Original Scanned Image 










Additional Information 



•This presentation is located on the home page under 
documents at I 
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Records Management Division 

Records Automation Section 

Document Inventory Management and Control Program 
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UPLOADING HQ DOCUMENT LIBRARIES 


NOTE: Each person will be given a DVD of folders to upload. A folder takes between 5-8 minutes to 
upload to a document library. To maximize efficiency, a person can upload and create document 
libraries simultaneously. 


STEP 1: Logon to HQ Index card site[ 


Ensure you are pointing to the CORRECT LETTER before you begin uploading. 
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STEP 3: Using the right scroll bar, scroll down to the document library you will be uploading. SELECT the 
Library. NOTE - Library should not have any records. 
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STEP 4: The Library should be selected as shown on the Tab and Header. These will be your QUALITY 
CONTROL checks when uploading: 
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STEP 5: Click on DOCUMENTS under the LIBRARY TOOLS tab: 
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STEP 6: Click on the drop down arrow for Upload Document and select Upload Multiple documents. 
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STEP 7: PUT the DVD in your DVD drive. 

a. Scroll down to select CORRECT document library 

b. Click on Select ALL box 


c. CLICK OK. 
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STEP 8: Wait until following messages appears and CLICK Yes. 


Internet Explorer 
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STEP 9: The upload process should take between 5-8 minutes depending on the size. When complete 
you should see the pdf files in the center frame. You may receive the following error messages: 

STEP 10: Please document what library you started with and what library you ended with and the 
number of hours of OT worked. Please send an email to your POC and myself with your summary and 
hours worked. The metrics will enable us to parse the work out accordingly. 



ERRORS MAY OCCUR: 


When uploading HQ Document files, you may receive the following error message: 

These errors are normal and we are investigating the reasons they occur, however, it should not prohibit 
you from continuing to upload. Just Click OK. 
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The instruction at "0x368afe99" referenced memory at "0x00000000". The memory could not be "read". 

Click on OK to terminate the program 
Click on CANCEL to debug the program 


OK 


Cancel 


You may not see the .pdf files in the center frame (that is ok). Just go back to STEP 2 and select the next 
document library. You will notice that the files did indeed upload. 


IF YOU RECEIVE THE FOLLOWING ERROR MESSAGE: 

This message usually happens if you wait too long before Clicking YES. 

Please close the window and wait about 5 minutes. Start again with STEP 1, you can try and select the 
document library you were attempting to upload before receiving the error message OR select a new 
one. If the uploads continue to fail. POWER Down, wait 1 minute and power back up and try again. 







